APPLICATION FOR RECORDS RETENTION SCHEDULE | OFFICE OF TME SECRETARY OF STATE

RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capltol Avenue, Atlanta, Georgia 30334,

Attention: Scheduling Section. 8 2 &= > ] - O/ : ;
FOR AGENCY USE 1, Agency Addr FOR’ RECORDS MANAGEMENT USE
Application Date Department of Education Application Number
Division of Public Library Serv1ces E?fsl'/CDCD*-IQ
— Education Information Center ; : _
Application Number 156 TY"i ni ty Avenue . S.W. B Date Received - Datv_e Cor{u_)leted
Atlanta, GA. 30303 AU 31 1987 | Jun SO 198
2. Person to Contact Working Title Telephone Number
Dr. Anne Moughon Coordinator (404) 656-2402 or
3. Action Requested (404) 656-2461
a. [ Establish Retention Schedule; record will continue to accumulate.
b. O Dispose of present accumulation; no further accumulation anticipated.
c. ¥ Amend Application No. 85-100 Check One: X1 Change; O Supercede; O Void
4. Dates of Series 5. Records Series Title ffollowed by title used in office; if different)
Earliest Latest T
1972 | to date Education Information Center Request Records
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The D1v1s1on of Public Library Services provides research support to the State Super1ntendent
and administrators and consultants in the Department of Education through the agency of the
Education Information Center (EIC).

7. Record Series Description This file contains the following documents (include form numbers and titles, if any):
Attach samples of the file.

Documents relating to:  Providing information ana1y51s and documentation services to individual
clients of the EIC and obtaining client évaluations of the service received.

Included are:  User Request Forms and attachments and C]ienf Evaluation Forms(DE Form 0872)

File is arranged: Numerically, annual year, by Request Number, in reverse numerical order.

8. Monthly Reference Rate How often are records refqrred to which are:
One to six months old __...H]_-Q.H_; Seven to twelve months old _5_: Thirteen to twenty-four months old _._3__:
twenty-five months and older _5_? :

9. Annual Rate of Accumulation of Records .
Lettersizedrawers . ;legal-sizedrawers ___ :Shelves_________; Other (specify) 1 Records Storage

. : , Box
AR—50-71; Rev.76 - R RGN {Owver)




| | d- 15 1S whi€e OhiClal Ccopy OfF 1ihe seriess
X If not, where is it?

b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation.

X
X | c s this a vital record? j
X d. Does this series bave historical or long term rescarch value? -
e. When one or two documents in the file make it necessary to keep the entire file for a lang period, could these
X documents be scheduled separately?

X f._Is the information contained in this series ever published? f yves, attach copy.

g. |s the information contained in this series ever analyzed and/or recorded in a summarized report?
X i If ves, attach copy. : -

K h. Is there a duplication of this series in your office, or in anather office or agency?
X If ves. where?

X i, _ls this series for a major jon of it] regul jcrofil ?
X | j. Does the record series result in a computer printout?
11. Retention Requirements The following requires the series to be kept:
a. State Law years. d. Audit period ' ' years.
b. Statute of limitation i years. e. Administrative nesd / years.
c. Federal law years. f. Federal retention instructions years.

Atta_ch copy or excert of laws or regulations, E.xplain administrative nee_d. .
Clients request updates of previous requests, which requires referral to earlier

request record. Sometimes new information packets are built on the results of older
requests. : '

12. Approved' Disposition Instructions This agency recommends that the file series be cut off at the end of each:
E] Calendar Year; O Fiscal Year; 00 Other _ then,

# Hold in the current files area —  month{s} 2 year(s); then
O Transfer to local holding area; hold ___ _ year(s); then

X Transfer to State Records Center; hold _Lyear(s) ; then

B Destroy.

O Transfer to State Archives for permanent retention.

O Other {Specify)

These instructions apply to all prior and future accumulations of the series.

Wﬁﬁ Date Records Management Officer (Signature) Date
’/ i A 7&3%7 ﬂﬁeio, B oo 07)28/s7

) State Records Committee (Signature) Date
Recommendations in para- /

graph 12 are approved. State Auditor/Designee » ~ - (’/ 1 —%

(If disapproved, attach letter i S —
of explanation.) Secretary of State/Designee W (M é/ 7/ ﬂ
< :

' Attorney General/Designee
AR—50-71; Rav. 76 R > -
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APPLICATION FOR RECORDS RETENTION SCHEDULE DR AR T T B A b o ay

ax) RECORDS MANAGEMENT DIVISION
INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgaa 30334,
Attention: Scheduling Section, {

-3

——

FOR AGENCY USE 1. Agency Address . FOR RECORDS MANAGEMENT USE
Application Date Department of Education Application Number
Div. of Research and Leadership Develop- 85 — ‘OO
Application Number fgz;a;;?n ;nfoma;]“ol‘: Center ment Date Received Date Completed
in Towers Eas C 171985 .
_Atlanta, GA 30334 0t | _JAN 31986
2. Person to Contact Working Title Telephone Number
Dr. Anne Moughon Coordinator (404) 656-2402

3. Action Requested
a. @ Establish Retention Schedule; record will continue to accumulate.
b. O Dispose of present accumulation; no further accumulation anticipated.

¢. [0 Amend Application No. Check One: ©J Change: {3 Supercede: [0 Void
4, Dates of Series 5. Records Series Title {followed by title used in office; if different)
Earliest Latest
1972 l to date Education Information Center Request Records
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Research and Leadership Development Division provides management support services

to the State Superintendent of Schools in planning, leadership development, and
innovation development and evaluation. 1t also provides professional information
retrieval and analysis services to about 2500 highly-placed, public education
administrators and consultants statewide, through the agency of the Education Information
Center (EIC).

7. Record Series Description This file contains the following documents finclizde form numbers and titles, if any):
Attach samples of the fife.

Documents relating to: Providing information a"nalyslis and documentation services to individual
clients of the EIC and obtaining client evaluations of the service received.

Included are: User Request Forms and attachments, and Client Evaluation Forms (DE Form 0872)

File is arranged: Numerically, annual year, by Request Number, in reverse numerical order.

8._ Monthly Reference Rate How often are records referred to which are:
Onetosixmonthsold _10  __; Seven to twelvemonthsold 3 __; Thirteen to twenty-four monthsold ___ 3 ;
twenty-five months and older ____ =3 7 .
9, _Annuai Rate of Accumulation of Reeords ) _ o, '
'. Lettersize drawers _________; Legals |ze drawers ________ ;Shelves___ _;Other fspacify) 1 records storage _

box

a

AR-50-71. Rev. 76 {Owver)




|+ | ifane whers iciey

If not, where is it?

X b. Does the series contain confidential information requiring security handling? If ves, cite law or regulation.
X ¢. s this a vital record?
X d. Does this series have historical or long term research value?
X e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these
documents be scheduled separately?
X f. Is the information oon;a ned in this series ever published? If ves, attach copy,
X g. ls the information { nontamed in this series ever analyzed and/or reoorded in a summarized report?

If ves. attach copy, (attachments)

h. Is there a dufflication of this <eries in your office, or in another office or agency?
X If ves, where?

X _i, s this series for a major portion of it} reqularly microfilmed?

X i.Does the record serjes resuit in a computer printout?

11. Retantion Requirements The fotlowing requires the series to be kept:
a. State Law years. d. Audit period years.
b. Statute of limitation years. e. Administrative need 7 years,
c. Federal law years. f. Federai retention instructions years.

Attach copy or excert of laws or requlations. Explain administrative need.
Clients request updates of previous request, which requires referral to earlier request
record. Sometimes new information packets are built on the results of older requests.

12. Approved Disposition Instructions This agency recommends that the file series be cut off at the end of each:

Calendar Year; O Fiscal Year; O Other then,
K Hold in the current filesarea _____ month(s} __5___ year{s); then
O Transfer to local holdingarea;: hold ____year{s); then
Transfer to State Records Center; hold ___2 ___ __ yearls): then

X Destroy.
O Transfer to State Archives for permanent retention.

O Other {Specify)

These instructions apply to all prior and future accumulations of the series.

[y

 Agency Head/Designee (Signature) Date Records Management Officer {Signature) Date
: " ,a/ / :
7 LSO Yuﬁa ﬁchz.@) ll’/ !1!85
‘ State Records Committee (Signature) Date
Recommendations in para- s Y4 2 |
graph 12 are approved. State Auditor/Designee & M%’M L3[4y
{If disapproved, attach letter :
of explanation.) Secretary of State/Designee W‘m ! =I["-'/ ”"
L
' Avornay Genarsiese | A x4 Z 74
AR-50—71; Rav. 76 TRevecss Side Z 7 y




